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determine the adequacy of any such 
proof. The general identifying items 
the Office will require a requester to 
provide when a request is made to the 
Office are— 

(1) Full name, signature, and home 
address; 

(2) Social security number (for sys-
tems of records that include this iden-
tifier); 

(3) Current or last place and dates of 
Federal employment, when appropriate 
and, 

(4) Date and place of birth. 
(c) An individual may be represented 

by another when requesting access to 
records. 

§ 297.202 Methods of access. 
(a) The methods for allowing access 

to records, when such access has been 
granted by the Office or agency, are: 

(1) Inspection in person in the des-
ignated office during the hours speci-
fied by the Office or agency; or 

(2) Transfer of records at the option 
of the Office or agency to another more 
convenient Federal facility. 

(b) Generally, Office of Personnel 
Management offices will not furnish 
certified copies of records. When copies 
are to be furnished, they may be pro-
vided as determined by the Office and 
may require payment of any fee levied 
in accordance with the Office’s estab-
lished fee schedule. 

(c) When the requester seeks to ob-
tain original documentation, the Office 
reserves the right to limit the request 
to copies of the original records. Origi-
nal records should be made available 
for review only in the presence of the 
system manager or designee. An agen-
cy should consult with the Office when 
it receives a request for original docu-
mentation. Section 2701(a) of title 18 of 
the United States Code makes it a 
crime to conceal, mutilate, obliterate, 
or destroy any record filed in a public 
office, or to attempt to do so. 

§ 297.203 Access by the parent of a 
minor or by the legal guardian of 
an individual declared to be incom-
petent. 

(a) A parent, legal guardian, or custo-
dian of a minor, upon presentation of 
suitable personal identification, may 
access on behalf of a minor any record 

pertaining to the minor in a system of 
records maintained by the Office. 

(b) A legal guardian, upon presen-
tation of documentation establishing 
guardianship, may access on behalf of 
an individual declared to be incom-
petent by a court of competent juris-
diction, any record pertaining to that 
individual in a system of records main-
tained by the Office. 

(c) Minors are not precluded from ex-
ercising personally those rights pro-
vided them by the Privacy Act. 

§ 297.204 Access by the representative 
of the data subject. 

A record may be disclosed to a rep-
resentative of the individual to whom 
the record pertains after the system 
manager receives written authoriza-
tion from the individual who is the 
subject of the record. 

§ 297.205 Access to medical records. 

When a request for access involves 
medical or psychological records that 
the system manager believes requires 
special handling, the requester should 
be advised that the material will be 
provided only to a physician designated 
by the data subject. Upon receipt of the 
designation and upon verification of 
the physician’s identity, the records 
will be made available to the physi-
cian, who will have full authority to 
disclose those records to the data sub-
ject when appropriate. 

§ 297.206 Fees charged by the Office. 

(a) No fees will be charged for search 
and review time expended by the Office 
to produce a record, or for making a 
photostatic copy of the record, or for 
having it personally reviewed by the 
data subject, when a record is retrieved 
from a system of records pertaining to 
that data subject. Additional copies 
provided may be charged under the Of-
fice’s established fee schedule. 

(b) When the fees chargeable under 
this section will amount to more than 
$25, the requester will be notified and 
payment of fees may be required before 
the records are provided. 

(c) Remittance should be made by ei-
ther a personal check, bank draft, or a 
money order that is made payable to 
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